Shop Reservation Process For the Capital Motor Pool

Is the
need for a repair a
result of an
accident?

It is determined
that a motor pool
vehicle is in
need of a repair

Y

Capital Pool Coordinator contacts
the DFO Accident Coordinator to
find out what shop location the
vehicle is to be taken to for repair.
It is the responsibility of the Pool
Coordinator to ensure that all

Y

The Capital Pool Coordinator
calls 1-800-CAR-CARE,
Automotive Resource International
(ARI) for repair authorization.

Y

The ARI Tech provides authorization
for the vehicle to be taken to a repair
shop. (The Capital Pool Coordinator has
some discretion about whether to take
the vehicle to a National Account Vendor
depending on the available help to
transport the vehicle to the shop).

incidents/accidents are reported

to the DFO Accident Coordinator
(Especially when a driver is not
connected to the incident/accident).

The Capital Pool Coordinator
makes a Shop Reservation

A

in FleetAnywhere

\

/

The Capital Pool Coordinator arranges

The Capital Pool Coordinator opens the "Vehicle
Service Database" Form and fills in Sections 1, 2,
and 3. If the repair to be made is a result of an
accident the name of the DFO Accident Coordinator
is entered in the "Vendor Contact Person" field.

with the DFO Automotive Service
Workers (or the DFO Accident
Coordinator if the repair needed is a
result of an accident) to transport the
vehicle in need of repair to the
determined repair shop location.

Y

Once the vehicle is returned (or a DFO
Service Worker at the direction of the
Capital Pool Coordinator retrieves the

vehicles) Sections 5 and 6 of the

Vehicle Service Database Form must

be completed by the Pool Coordinator.

The Capital Pool Coordinator should follow-up with the
repair shop to ensure that the repairs are made in a
timely way. (A three day turn around on repairs is the
desired goal). Anytime a call is made to a shop, Section 4
of the Vehicle Service Database Form needs to be updated.

The check boxes in Sections 5 and 6
remind the Pool Coordinator to ensure
that the vehicle is cleaned, fueled,

returned in FleetAnywhere, and the
billing info is backed out.

The pool vehicle

is ready for service

It is the responsibility of the Capital Pool Coordinator

to ensure that the above process h
work outlined above can be deligated

appen. However, the
to Auto Service Workers

If a vehicle needs to be taken to another location for something other than a repair
(for example to Surplus Property) FOTRANS should be entered as the operator ID
to canture the miles  Charaes need to he hacked ot when the vehicle is retiirned




